SETTING UP HEALTH INSURANCE
(PR-ADM-7)

NOVEMBER 2001

VERSION (5.0)

Kentucky Department of Education PR-ADM-7
MUNIS Payroll/Per sonnel User Guide: Setup & Administration



SETTING UPHEALTH INSURANCE
November (Version 5.0)

TABLE OF CONTENTS

OVERVIEW ..t 1
CHECKLIST FOR MUNIS HEALTH INSURANCE SETUP ........oiiiiiiiiiiiiiie e 1

VERIFYING THE DISTRICT NUMBER IN THE MUNIS SYSTEM CONTROL

A B L e e aa 2
ADDING VENDOR RECORDS ..ot e e e e ean e ees 2
PREPARING HEALTH INSURANCE MASTER DEDUCTION NUMBERS .......... 3
Reviewing Current Master Deduction RECONAS. ........oiiiiiiiiiiiiieniee et 3
Adding New Master DedUCTION RECON US........cuiiiiiiiieiiee ettt ettt sae e saee e sabe e sbeeeees 3
Reusing Existing Master Deduction RECONAS.........cocuiiiiiiiiieie et 7

VERIFYING THE PRIMARY PAY FREQUENCY ON THE EMPLOYEE MASTERS

PREPARING DEFAULT INFORMATION IN THE MUNIS HEALTH INSURANCE

SY ST EM o e 8
Updating the Health Insurance Parameter s Table..........ooouooiiiiiii e 8
Updating the INSurance Rate Table.......oouii i e 11

APPENDIX A: HEALTH INSURANCE PAID BY THE BOARD .....ccccoccvvvnevennn. 13

APPENDIX B: REFERENCING THE COUNTY VERIFICATION TABLE .......... 14

APPENDIX C: CARRIER, PLAN, AND COVERAGE CODES............cccvvevennnnn. 15

Kentucky Department of Education PR-ADM-7

MUNIS Payr oll/Per sonnel User Guide



SETTING UPHEALTH INSURANCE
November (Version 5.0)

SETTING UPHEALTH INSURANCE

OVERVIEW

Preparations must be made in several MUNIS components to enable the Health Insurance
System to function. Below isa checklist of items that must be accomplished before
employees are entered in the Health Insurance System. Instructions for each item follow.

CHECKLIST FOR MUNIS HEALTH INSURANCE SETUP

OoUooo

NOTE:

1
2
3.
4
5

. Verify the District Number in the System Control Table.

. Add vendor records for flexible spending and health insurance carriers.

Prepare Health Insurance Master Deduction Numbers.

. Veify the Primary Pay Freguency on the Employee Master file.
. Prepare Default Information in the MUNIS Health Insurance System.

a) Update the Health Insurance Parameter Table.

b) Enter Health Insurance Master Deduction Numbers in the Insurance
Rate Table.

See APPENDI X A: Health Insurance Paid by the Board for
instructions on setting up board-paid health insurance.
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VERIFYING THE DISTRICT NUMBER IN THE MUNIS
SYSTEM CONTROL TABLE

The District Number is contained in the monthly remittance files sent to the Division of
School Finance. Before using the Health Insurance Enrollment System, verify the
accuracy of the District Number in MUNIS. Refer to the MUNIS System Administration
(MSA-1) document in the MUNI'S User Procedures Guide for more information.

ADDING VENDOR RECORDS

All districts must create a vendor record for the flexible spending vendor. Districts that
issue health insurance checks from MUNIS must aso create vendor records for all health
insurance providers used by district employees. Since the vendor number is entered on the
Master Deduction Record, it must be created before creating Master Deductions. The
flexible spending account vendor must also be created prior to adding any Employee
Health Insurance records. See the Setting Up Vendor Records document in the MUNIS
Accounts Payable User Guide for instructions on adding new vendors.

NOTE: When entering the Flexible Spending Plan Vendor, use the Vendor
number assigned by the Division of Finance.

The Divison of Finance assigns the Flexible Spending Vendor Number that the district is
touse. If the vendor number assigned for your flexible spending account is already in use,
you will need to make that number available for your flexible spending account.

Freeing up a vendor number to use for the flexible spending account is a three-step

process. The steps are:

1. Creating anew vendor record.

2. Merging the existing vendor history into that new record.

3. Adding anew vendor record using the assigned flexible spending vendor number (the
number that was previoudy in use).

The Setting Up Vendor Records document in the MUNI S Accounts Payable User Guide
containsinstructions for all three of these steps.

NOTE: These vendor numberswill be needed when entering master deduction
records and when entering information into the MUNIS Health
I nsurance System.
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PREPARING HEALTH INSURANCE MASTER DEDUCTION
NUMBERS

Before using the MUNI'S Health Insurance System, master deduction numbers must be
confirmed or added for each health insurance provider used by the district. Each health
insurance provider should have a unique deduction number. If adeduction for a
particular provider will be both pre-tax and post-tax, two deduction numbers should be
assgned (in different ranges with different exceptions), but the same vendor number
would be used.

Critical: Any modifications to existing master deduction records or employee
deduction records should not take place until the last payroll to use
them has been completed. Master deductions must be created prior to
creating the new employee deductions for the new plan year.

Reviewing Current Master Deduction Records

Master deduction numbers must be in place for the health insurance providersthat are
used in thedigtrict. Some existing master deduction records may be reused, and new
deduction records may need to be added.

First, identify the health insurance provider master deduction numbers currently in use. (A
ligting of deduction numberswill be useful in performing this and later tasks when
preparing MUNIS to process health insurance deductions.) Then, review the existing
MUNIS Deduction/Benefit Master recor ds to determine which health insurance
provider deduction numbers, if any, will be reused. See the Setting Up Deductions
document for instructions on printing a list of master deduction records.

Critical: Do NOT remove deduction records from the Deduction/Benefit
Master table. The reference to this deduction number and description
isused in several instances within MUNI S for historical purposes.

Adding New Master Deduction Records

If it is necessary for your district to create new master deduction numbers for new health
insurance providers, ensure that pre-tax and post-tax deduction numbers fall within the
correct ranges in the payroll exceptions table.

To Review the Payroll Exceptions Table, Select:
B) PAYROLL & PERSONNEL
A) Auxiliary Programs
Q) Payroll Exceptions Table

OR, Select X=Exceptions from the Deduction/Benefit File Maintenance screen Ring
Menu.

1. Sdect Browse.
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Thefollowing screen is displayed:

Session  Edit Commands  Settings Help

PAYRCLL EXCEPTI ONS TABLE

Acti on: Find Next Prev Browse Add Update Del OQutput Exit
Display a list of selected data itens.

Action: Next Prev Quitput  EXit
Di spl ay next browse page.
Code Processi ng Code From Thru
1 1000 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 2400 2799
2 1000 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 7000 7499
3 1100 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 2400 2799
4 1100 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 7000 7499
5 3000 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 2400 2790
6 3000 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 7000 7499
7 4000 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 2400 2790
8 4000 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 7000 7499
9 5010 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 2400 2790
0 5010 NO DEDUCTI ONS ARE EXEMPTED EXCEPT 7000 7499
2. Sdlect Output. Review onlineor Print.
?? In the Payroll Exceptions Table shown above, health care deduction numbers
within the range 2400-2799 would be exempted from FICA, Medicare, Federal,
State and Local Income Tax.
?? A different range, based on the exceptions table, would be used for deductions that
should be post-tax.
?? Refer to thelisting of Master Deduction records to find available deduction
numbers within the appropriate exception ranges.
3. Once available deduction numbers have been identified, add the new master deduction
records.
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To Add New Master Deductions

1. Follow the procedures for adding new master deductions as described in the Setting
Up Deductions document. Pay particular attention to the fields listed bel ow:

Field Name Data
Deduction Code Enter the available deduction number identified earlier.
Descriptions Enter long and short descriptions of the deduction.

Insufficiency Code

Enter M.

Calc Code

Enter 22.

NOTE: The Calc Code must be 22 to allow the MUNIS
Health Insurance System to work properly.

Employee/Employer

Enter appropriate code: 1 = Paid by employee only, 2 = Paid by
employer only, 3 = Paid by both employee and employer.

Expense Org/Obj If part or all of theinsuranceis employer paid, enter the expense
object code as determined by the Finance Officer or Board.
W/H Org/Obj Enter the Object code.

2. If vendor checks are being processed as part of payroll, enter B in the Check Type
fidd, and enter the Vendor Number created for the carrier.

3. On the second screen, pay particular attention to the Weekly Cycle, Bi-Weekly
Cycle, and Semi-M onthly Cycle fields which refer to the payroll cycles adistrict may
follow. Enter aY or an N to indicate the standard time(s) in each payroll cycle that
this health insurance deduction should be taken.

For example, if a health insurance deduction should be taken only once a month for
employees on a semi-monthly pay cycle, enter aY and an N in the Semi-Monthly
Cycle field to have the deduction taken from the first payroll of the month but not the

second (or vice versa).

4. Press ESC to add the record.
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5. The master deduction record for each health insurance vendor used by employees who
make escrow contributions must be updated to permit escrow processing within
MUNIS.

To set up this deduction to permit escrow processing, follow these steps:

a) Select Z=Escrow from the Ring Menu.
The following screen will display:

Acti on: Update Exit
Updat e the deduction's cycles remaining for a run type.

Deducti on Code [ ] Description [ ]
Run Type Cycl es Renai ni ng

[ ] [ ]

[ ] [ ]

[] ]

b) Select Update from the Ring Menu.

¢) Enter the standard number of pay periods for each of the three run types for the
master deduction record being updated. Y ou may only wish to enter the standard
Run Type (i.e., 1) which will be used for regular payrolls. Below is a description

of each fidd.
Field Description
Deduction Code & | The code and description for the Master Deduction from
Description screen 1 display in thesefidds.
Run Type The Run Type entered must be an existing Payroll Run Type.

Press <CTRL><W> for lookup and select a Run Type.

CyclesRemaining | Enter the number of deduction cyclesremaining for aregular
empl oyee who works full-time year round.

NOTE: The calc code for the master deduction record must be “ 22" on screen 1.

d) Press ESC to save the escrow information.
e) Select Exit from the Ring Menu to exit from the Escrow screen.

6. Repeat this procedure until all health insurance master deductions have been added.
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Reusing Existing Master Deduction Records

If ahealth insurance provider for the new plan year already has a master deduction record
in MUNIS, it may be updated and reused.

War ning: Do Not Update any existing Deduction Records until all payrolls have
been completed for the existing deduction. However, you may Add
deductions at any time.

To Update Existing Master DeductionsIn MUNIS, Select:
B) PAYROLL & PERSONNEL
A) Auxiliary Programs
H) Deduction/Benefit Master

1. Sdect Find and enter criteriato retrieve the provider’ s deduction record.
2. Select Update from the Ring Menu.
3. Enter 22 in the Calc Code fidd.

NOTE: The Calc Code must be 22 in order for the Health Insurance System to
work properly.

4. Enter one of the following optionsin the Employee/Employer fidd:

Option Definition

1 Employee

2 Employer

3 Employee and Employer

5. Press ESC to update the record.

After the necessary master deductions have been added or updated, produce a list of the
numbers to use later when entering information into the Health Insurance Rate Table.
(Refer to the document titled Setting Up Deductions for instructions on producing the
list.)
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VERIFYING THE PRIMARY PAY FREQUENCY ON THE
EMPLOYEE MASTER

Primary Pay Frequency is afield on the Employee Master record that indicates the normal
payroll cycle for the employee. The payroll cycle may be monthly, semi-monthly, weekly,
bi-weekly, annual, semi-annual, or quarterly. Districts choose the cycle(s) they wish to
follow, and the payroll cycles may vary among different groups of employees within a
digtrict.

The accuracy of the employee’ s Primary Pay Frequency is critical to the processing of the
Health Insurance System. In conjunction with other system data, it determines how a
health insurance payroll deduction is calculated. An error in thisfield could lead to a
health insurance deduction being significantly over paid or under paid.

Before using the MUNI'S Health Insurance System, each employee' s master record should
be reviewed to verify that the Primary Pay Frequency is accurate. Refer to
Maintaining Employee Master File Recordsin the Regular Payroll Processing section.

PREPARING DEFAULT INFORMATION IN THE MUNIS
HEALTH INSURANCE SYSTEM

The MUNIS Health Insurance System has severa tables that contain default information
that iscritical to the functioning of the system. These tables must be populated with the
appropriate data before health insurance processing can begin. The County Verification
Table has already been |oaded with information on the health plans availablein each
county. (See APPENDIX B: Referencing The County Verification Table.)

Instructions for entering or reviewing the datain each of theremaining tablesarelisted in
the follow sections.

Updating the Health Insurance Parameters Table

The parameters table in the MUNIS Health Insurance System maintains certain default
information that will be used on all or most health insurance records in the digtrict.

Update the external (state-contributed) and employer (district-funded) premiumsif those
have changed for the new enrollment year. If the majority of employeesin the district
escrow, you may choose to set the fields on the parameter file so that limited modification
will be necessary on each employee screen. However, if most employees do not escrow, it
is recommended that the parameter file be populated with standard, full-year values.

Note: Updating any field in this table will not automatically update existing
Health Insurance Enrollment Maintenance records.
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To Update the MUNIS Health I nsurance Parameter s Table With Defaults, Select:
B) PAYROLL & PERSONNEL
F) Retirement & State Specific

B) State of Kentucky

l) Kentucky Health Insurance
A) Health Insurance Parameters
Thefollowing screen is displayed:

Session  Edit Commands  Settings Help

Mont hs of Cover age
Nurmber of Deduction Cycles [24]
Ext ernal Prem um
Enpl oyer Prem um

Fl ex Spendi ng Vendor
Cycl es Per Month

Li qui dation Cycl es

Fl ex Cal cul ate Anpunt [ 234.00]

HEALTH | NSURANCE PARAMETER FI LE
Acti on: Update CQut put
Update the current data item

Exi t

[12]

[ 234.00]

[ 0.00]

[ 801] AMERI CAN FIDELITY
[2]

[24]

1. Select Update from the Ring Menu.
2. Enter thefollowing parameters:

Field Name

Data

Months of Coverage

Enter the standard months of coverage for your district.

Number of Deduction
Cycles

Enter the number of payroll cyclesin which deductionswill be
taken.

If the majority of employeesin the district escrow, enter the total
number of cycles for which the escrowed employees will be paid.
For example, in amonthly payroll district, an employee who does
not work in July and August would have 10 deduction cycles, since
they would not work for 2 payralls.

External Premium

This should reflect the state contribution toward the premium.

WARNING: Do not update to the new External Premium
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Field Name

Data

(State Contribution) until after the last
Remittance File of the current calendar year
has been generated and sent to the Division of
School Finance.

Employer Premium

Enter any amount contributed by the district to health insurance
premiums.

Flex Spending Vendor

Enter the vendor number assigned by the Division of Finance to the
flexible spending account.

Cycles Per Month

Enter the number of health insurance payroll deduction cycles per
month that applies to most employees.

Liquidation Cycles

If you do not escrow, skip thisfield.

If the majority of employeesin the district escrow, enter the
number of cycles remaining until liquidation of escrow begins for
employees paid lessthan 12 months ayear. Thisisthe number of
cycles until the employeesfirst need their escrow to pay for their
health insurance. 1n the example given in the Number of
Deduction Cyclesfidd, if an employee started withholding in
December, there would be 7 months (1 payroll in each month for a
total of 7 cycles) until liquidation begins.

Flex Calculate Amount

Enter the amount that will be used to calculate employee’ s Flex
Spending contribution.

WARNING: Do not update to the new Flex Calculate
Amount until after the last Remittance File of
the current calendar year has been gener ated
and sent to the Division of School Finance.

3. Press ESC to update the record.
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Updating the Insurance Rate Table

The Insurance Rate Table will be populated with al the necessary information. Since
deduction numbers and employer premiums are not uniform statewide, the master
deduction numbers for health insurance premiums must be reviewed and entered into the
Insurance Rate Tableif there are changes.

WARNING: Dueto the different state contributions, the use of the ring menu
option Mass-Update is not recommended.

To Update the Insurance Rate Table, Select:
B) PAYROLL & PERSONNEL
F) Retirement & State Specific
B) State of Kentucky
l) Kentucky Health Insurance
C) Insurance Rate Table
The following screen is displayed:

Session  Edit Commands  Settings Help

HEALTH | NSURANCE PREM UM MAI NTENANCE ( KY)
Action: Find Next Prev Browse Add Update Del Qutput Inport
Query the current database table.

Carrier
Pl an
Cover age
Level

—r———
—

Effective Date | ]

Pre-tax Deduction [ ]
Post -t ax Deducti on [ ]

Total Monthly Premum |
External Prem um [
Enpl oyer Prem um [
Enpl oyee Rate [

[ Y Py —

1. Sdect Find from the Ring Menu to find a specific carrier (e.g., enter acarrier code).
See APPENDIX C: Carrier, Plan, And Coverage Codes for alist of codes.

2. PressESC to find the record(s).

3. Select Update from the Ring Menu.
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4. Enter the Pre-tax and/or Post-tax Deduction number s as appropriate. At least one
of these must be populated on an update. The remaining information on this screen
was imported into the table and should aready be up-to-date and accurate.

5. Press ESC to update the record.

NOTE: The deduction number(s) must be entered for each record associated

with a carrier (e.g., for each carrier plan).

6. To print the selected records for later reference, select Output from the Ring Menu.

NOTE: Review the carriersfor your county to verify that a deduction number
has been added for each one.

7. Choosethe desired sort order as shown below. Sdlect Print.

- Sort
B -
- Sort
D -
E -

Sort

Sort
Exit

Pl ease enter the sort order.

by Carrier

by Pl an

by Coverage

by Level

(Return to Menu)

The output from the Insurance Rate Table will be useful when entering employee

information in the MUNIS Health Insurance System.

Kentucky Department of Education
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APPENDIX A: Health Insurance Paid by the Board

When the school board pays for the health insurance of the superintendent or other
employee, health insurance information must be set up as follows to alow the employee to
be reimbursed.

To Set Up Board-Paid Health Insurance

1. Verify that a post-tax deduction for the health insurance carrier has been established
and entered on the Insurance Rate Table. Employees with board-paid health insurance
must have post-tax health insurance deductions. (See Reviewing Current Master
Deduction Records, page 3, and Entering Deduction Numbersin the Insurance
Rate Table, page 13.)

2. Create apay type for insurance reimbursement for this employee. (See the Setting
Up Pay Type Codes document.)

3. Exclude this pay type from all deductions, including hedlth insurance. This means that
an exception record must be set up for all deductions for this pay type, including health
insurance. Use a Processing Code of 1 for “ All pay types areincluded except.” (See
the document Setting Up Deductions.)

4. Createarecurring pay record for the employee with a period amount equal to the
normal per check amount for their health insurance. Thiswill reimburse the employee
for the health insurance paid by the Board. There will not be any undeserved tax
benefit and the information will flow into the remittance file asit would for anyone
else. (See Maintaining Employee Recurring Pay File Records in the Regular
Payroll Processing section.)
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APPENDIX B: Referencing the County Verification Table

The MUNIS Health Insurance System contains a County Verification table that is
populated with data showing the health insurance plans available to each county. This
information is used within MUNIS to ensure that employees are enrolled in health plans
available to them in either their county of employment or residence.

To Reference and Output Information in the County Verification Table, Select:
B) PAYROLL & PERSONNEL
F) Retirement & State Specific
B) State of Kentucky
l) Kentucky Health Insurance
B) County Verification Table
Thefollowing screen is displayed:

CNTY HLTH | NSURANCE COVERAGE MAI NTENANCE
Acti on: Find Next Prev Browse Add Del Qutput Inport Exit
Query the current database.
County [ ]
Carrier [ ]

Pl an [ ]

1. Select Find from the Ring Menu to find the desired county.
Press ESC to find the record(s).

3. Select Output from the Ring Menu to create a hard copy report. The following
screen appears.

Pl ease choose a sort option for the output.
A - Oder by County

B - Order by Carrier

E - Exit

[E]

4. Choosethe sort option and Print.
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APPENDIX C: Carrier, Plan, and Coverage Codes

Carrier Codes,
Code | Short Description L ong Description
02 AETNA AETNA

This codeis used for employees who can choose the
AETNA option receiving a state contribution of $245.00.

02A AETNA AETNA
This codeis used for employees who can choose the
AETNA option receiving a state contribution of $234.00.

02B AETNA AETNA
This codeis used for employees who can choose the
AETNA option receiving a state contribution of $260.44.

09 BLUEGRASS BLUEGRASS FAMILY HEALTH

This codeis used for employees who can choose the
BLUEGRASS FAMILY HEALTH option receiving a state
contribution of $245.00.

09A BLUEGRASS BLUEGRASS FAMILY HEALTH

This codeis used for employees who can choose the
BLUEGRASS FAMILY HEALTH option receiving a state
contribution of $260.44.

10 CHA HEALTH CHA HEALTH
This codeis used for employees who can choose the CHA
HEALTH option receiving a state contribution of $245.00.

10A CHA HEALTH CHA HEALTH
This codeis used for employees who can choose the CHA
option receiving a state contribution of $234.00.

10B CHA HEALTH CHA HEALTH
This codeis used for employees who can choose the CHA
option receiving a state contribution of $260.44.

10C CHA HEALTH CHA HEALTH
This codeis used for employees who can choose the CHA
option receiving a state contribution of $300.64.

14 HUMANA PPO HUMANA PPO/EPO

This codeis used for employees who can choose the
HUMANA PPO/EPO option receiving a state contribution
of $245.00.

14A HUMANA PPO HUMANA PPO/EPO

This codeis used for employees who can choose the
HUMANA PPO/EPO option receiving a state contribution
of $234.00.

15 HUMANA HMO HUMANA HMO

This codeis used for employees who can choose the
HUMANA HMO option receiving a state contribution of
$245.00.
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16 HUMANA POS HUMANA POS

This codeis used for employees who can choose the
HUMANA POS option receiving a state contribution of
$245.00.

27 ANTHEM EPO ANTHEM BLUE PREFERRED EPO Option
This codeis used for employees who can choose the
ANTHEM EPO aoption receiving a state contribution of
$245.00.

27A ANTHEM EPO ANTHEM BLUE PREFERRED EPO Option
This codeis used for employees who can choose the
ANTHEM EPO aoption receiving a state contribution of
$340.48.

33 ANTH BC/BS ANTHEM BC/BS OPT 2000

This code is used for employees who can choose the
ANTHEM 2000 option receiving a state contribution of
$245.00.

33A ANTH BC/BS ANTHEM BC/BS OPT 2000

This codeis used for employees who can choose
ANTHEM 2000 option receiving a state contribution of
$260.44.

33B ANTH BC/BS ANTHEM BC/BS OPT 2000

This codeis used for employees who can choose
ANTHEM 2000 option receiving a state contribution of
$300.64.

33C | ANTH BC/BS ANTHEM BC/BS OPT 2000

This codeis used for employees who can choose
ANTHEM 2000 option receiving a state contribution of
$320.96.

33D | ANTH BC/BS ANTHEM BC/BS OPT 2000
This code is used for employees who choose the ANTHEM
2000 option receiving a state contribution of $340.48.
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Cover age:

Code | Short Description L ong Description
1 SINGLE SINGLE

2 COUPLE COUPLE

4 PARENT PLU PARENT PLUS
5 FAMILY FAMILY

Plan Type:

Code | Short Description L ong Description
1 HMO HMO

2 POS POS

3 PPO PPO

5 EPO EPO
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